Overview of Week

Monday
WD &TB
Pre-process WCL HB orders
Invoice WCL PB Orders & send to Infomedia
Continue with WCL orders
Check email correspondence is up to date

Tuesday
WD
Return Hutt Appro’s if they’ve arrived
As late as possible in the day type up the appro list for WCL
Process Appros and prepare them for delivery

Wednesday
TB
AM Pre-process any remaining WCL HB orders, invoice and box-up
Prepare previous week’s PB order from Infomedia for delivery
Deliver appro’s, last week’s PB orders & HB orders to WCL before lunchtime
(preferably before 11.30am)

PM Collect WCL orders from fax. Start making special orders
Create & send Hutt appro’s (before courier comes at 1500hrs)
Return WCL appro’s

Invoice PB Orders & send to Infomedia

Thursday
TB
Continue with WCL fax orders
Create Hutt orders when email received from
Invoice PB Orders & send to Infomedia

Friday
WD
Return Hutt appro’s if they haven’t been done
Invoice & send Hutt orders

11.04.08

NB. Hutt orders often don’t arrive until Friday, if they are later than this, contact Dorrie.
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To be done anytime
e Check Library Comms Book
e Always check emails, respond to all enquiries including VUW

* Move emails from ‘Libraries New Mail’ when completed into relevant folder

e Tidy backtable and shelves
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